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s/ #. It is the policy of Uxe (‘Jﬂ- ﬁ{ lindt the trav “emplovees t’f:l

Vi

a minimun consistent I _L‘éh orerating req iren ts. A1l tﬁav%l must

Vz

sch authorizations will

be authorized in \vrit{ij"g in advance,
£
. £
N . £ . . .
be made only afteyfit has been determinied oy a rroperly designated
! }

£ 25X1A
coffieial t‘n?t?*hé travel  necessary. Authorization
H

lanket travel orders
he Executive for Fersonnel

§
': e . 4
will ve (‘ivé‘nf ror sweciiic /trlps oyl

A

o 25X1A
will

b, All .t:r;'"‘wel by empdoyees paid from vouchered funds must oe
N
authorized and perforwed in accorance with the provisions of
Standardized wovernment Travel Reyulations and/or applicable
current statutes,
2, AUTHORIZATION
a. Vhen it is determined that it is necessary for a voucr}c—rmd
civilian employee to periorm official domestic travel, a travel
request on Form 3h-5 will be approved by the office or branch

‘,}.-\1“"“ chief and forwarded to the Chief, Viscal 3e tlon. The Chief,

Fiscal Section will ayprove and forward Y¥err 3L-5 to the Travel

Unit, liiscal Section, for issuance of the necessary travel orders,
b After the travel order is prepared and fundz to cover the cost of b
}/J)/]/travcl have been oblizated, the orizinal will be forwarded to the
traveler or mayte p.cked up Ly the traveler from the Travel Unit,
Fiscal Sect.ion;
c. To arend a previously issued travel order, a ne— request should be
as subinitted in accordance with the nrocedure outlined above, If
épi roved, the amended order will ve issued ond Aistributed in the
same manner as tue orisinal,
d. ﬁequesté for travel should ve initiated sufficiently in advance of
the commencement of travel so that the Chief, riscal Beetion will

have tlie request in nis posaession at least 48 hours prior to the
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a.  AMter the complcﬁlon of atrip, or at the end of each month, the
travcler will submib his account for travel reimbursement  expenses
on Standard Form 1012, "Public Voucher for Reimbursemenﬁ of Travel

j*’d/ and Uther Expenses includin, Per Diem". This form willbe approved

adninistratively by the cranch Chief or his designee and forwarded
in quadruplicate to the Iiscal Section for audit, certification and

payment..

b. An administrative audit of Form 1012 will be performed by the Fiscal

Section to determine if the travel was performed as authorized in
accardance with Standardized Government Travel Regulations and

pertinent travel order. Any suspensions (deductio s) from the

Audit Difference Statement" together with an explanation, where
applicable, of the information: necessary to support a reclaim of
the amount previously suspended.
L.  TRAVEL SIRVICES
a. It is the responsibility of eéch traveler to prepare his travel
youcher in proper ferm. ilowever, upon‘request, the Travel Unit,

&,P” Tiscal Section, will extend advice and assishance in connection

T " with tne preparation of vouchers. The iravel Unit of the Fiscal
Section vill also, when requested, render special services for
military and naval peraonnel by making a pre-audit and examination
of travel vouchers for ac.uracy and‘compliance with regulations |
prior to their suomission to tine sar or avy Misbursing Officer
for payment.

€,  GENDRAL IIFOW AYIC FGR THE LRAVELER

a. [xamine Orders
The traviler should examine his travel order to determine that it

specified all requirements includin, the mode of transpertation to

the order does not provide adequate covera.e, an armendment should e

requested through proper channels prior to the tive trav-1l is begun.

[°N siaintain Records

. The traveler should maintain accurate records of time of departure

()\“,1,,(_ . ‘

from and arrival at different points, and a record of official

RESTRICTED

.

amount claimed will be reported to the t1aveler on an Administrative

be used, the period to se covered, and the places to be visited. 1f
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expenditures as well as copies of official tele,rams and paid ’

receipts for olflicial exponse; wheh necessary., It is essentinl : ’
(oo that the traveler nave this inforrmation to enasle him to prepare
/ a corract reirburseamcnt voucher. :

¢.  Purchase of Ticlets

It is the respongibility ol bthe traviler to ascertain ir all cases
whebher or not through tickets, ewcursion tickels or reduced rate:
round trip tickets cun oe secured, The fact that the ewistence of /
such rates may not have seen known to the traveler does not relieve
hii of responsibility of oobtaining the lewest rates. It is essential
I that the traveler purchase a bticket that will adequately cover the
period of his travel without incurring any unnecessary «?:%oelas;e.
‘hen braveling by comion carrisr, Goverment Transportation Hequests
which will be furnished by the Travel Unit, Fiscal Section, must
be used. . : ’

d. Return Unused Tickets /

Unused portions of tickets should be submitted attached to the
travel reiiovursement account, Standard Form 1012.

+ Ier Dienm

553

The calendar day will be the unit used in cowmputin,, the perdiem
allowance Ior continucus travel of more than twenty-four hours.

for fractional parts of a day at the commencement or enling of ‘ ’

/{/ such continuous travel, one-fourth of the rate Jor a caulendar day
will be allowed for each period of six hours or fraction “hereof. ’ /

lin per diem will be allowed when the departure {rom official
& p

station is after £:00 a.m. an! the return on the same day is prior

bo 6:0C p.m., or [or any absence not e:xceeding thiree hours. Foar [ /
« . . s . . i
tne first 30 days of continuous domicile at.a temporary post of i

, P
duty in the U.S., a per diem allowance not to exceed ,6.00 may be P ’

authoriaed within the continental U.S. ‘when the period of

continuous domicile extends beyond 60 days, the rate of allowance

whall pe reduced to not to exceed .L.00 mer day, which will

continue in effect untal midnizht of the date of depsirture from § "
that point. Any absence of 10 dars or less from such temporary j

post of duty shall not se regarded as affecting the continuity /

of domicile at that point. The effect of sick and/or annual leave

HESTRICTED
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upen the contimuity of the traveler's domicile abt temporary post
ol duty shall be adainistratively determined in each case bhased

l/’ upon the circumstances surrounding the leave, and final authority

for gich debermination shall rest with the bonded Certifying Of ficer

aprroved bhe account for payment.

o e e S b R, e AT TN

Leave hile in Travel Status

1§ leave of absence of uny kind veging or termingtes within the
traveler's prescrived hours of duty, per diem allow nee will terri-
nate or veglin al the same time. 1L the leave of absence does not

begin or terminate within the traveler's prescribed hours of duty,

the traveler will be regarded as being in subsistence status until

midnigpht of the last day on which actual service is rendered pre-

. b _ - ceding the leave of absence and from 12:01 a.m. of the day on which
actuzl scrvice is resumed. Fractional leave of absence wholly
within a day, where for nhalf of the pfescribed working hours or less,
will be disregarded for subsistence purposes. Vhere it exceeds

half of the prescribed working hours, no subsistence will be allowed,

g, Advance of Punds

Advance of official funds to cover 1@ expenses of a vouchered
.}, employee while in a travel status, can ve rade only if the employee
: S ewecutes a bond of Indemnity. 'The cost of the premium in securing
el ¥
such a bond (;5.00) must be berne personally by the employee.
6.  FCREIGHY TRAVLL
a., Bureaun of the Budget Circular A-T7, revised, dated 5 September 1346,

contains amehdments to Standardized Government Travel Regulationse

43 g /}
o

i

]
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|

{

[ I ) Paragraph L5 »f these Regulations, set forth in Budget Circular A-7,

! .

1 ﬁiﬁx// provides in part that, "For travel on official business outside the 1

[ //j/ continental limits of tihe United States, a per diem allowance not !

I

; / to exceed ,7.00 in lieu of subsistence expenses, may be allowed

{

, (except rduring the fiscal sear 1947 the maxinum per diem allowance
shall be the amount prescribded in Appendix 1 of this Regulation).

The per diem allowances provided herein represent the maximum

alloviable, not the minimum.® It is the responsibility of the :
3 13 o H

officials authorized to issue travel orders and authorize a per
diem allowance to see that. the travel orders authorized only such

{ | per diem allowance not in excess of the raximu - as are justified by

01/07/16 : CIA-RDP81-00728R000100050040-5
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: bhe circumstances surrounding the travel. Therefore, in accordance
. w 2
with para ravh L9, "Care should be exercised to prevent the [ixing
! of a4 per diem allowance in excess ol that required Lo meet the
: necessary autherized expenses." The per diemallowance described in
4 . !
{
Appendiz 1 of para.reph U5, which Appendix is attached to Bureau
. ; of the osudget Circular A-7, may be authorizad by the persons
! to whom authority to insue travel orders has bLeen sranted, Such
i
! persons include Chiels of iissions, Ixecutive for Fersomel ard
: Adminigtration, Chief, Iinance Divisicn, and Chief, Iiscal Section.
! » b, Since ene doy is lost on i westward crossing of the International
4 .
) - . .
‘ ét/’ DVate Line, per diem for oie day will be deducted from ell travel
. | accounts wien such travel is invelved.
i
! T+  LPPLYCATION
} DT Pl bl s
! f\ }I}is Order and amendmenbs thereto shall apply eonly where travel allow-
i /! h
i awses and par diem are payacle from vouchered funds available to CIfh
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_TOP SECRET = SHCRET  Cu.IDENTIAL smicia) UNCLALSIFIED
- (Sénder will circle clasgificati “and Bottom)

CENTRAL INTELLIGENCE GROUP 25X1A
INTER-OFFICE ROUTING SLIP
(Revised 10 Sept 1946) » 0
FROM | TO INITIAEL:S %A/.TE
DIRECTOR OF CENTRAL INTELLIGENCE
EXECUTIVE TO THE DIRECTOR
SECRETARY TO THE DIRECTOR
EXECUTIVE OFFICE: ASST. EXECUTIVE DIRECTOR| X
ADVISORY COUNCIL —
X EXECUTIVE FOR PERSONNEL & ADMINISTRATION W 12/4/46
CENTRAL RECORDS
SECRETARY, NIA
CHIEF, INTERDEPARTMENTAL STAFF'
ASST. DIRECTOR, SPECIAL OPERATIONS
ASST, DIRECTdR, RESEARCH & EVALUATION
ASST. DIRECTCR, COLLECTION & DISSEMINATION
CHIEF, SECURITY BRANCH
; ___ APPROVAL —_ INFORMATION — DIRECT REPLY
- ACTION ___RETURN —__ COMMENT
/ ____RECOMMENDATION ___PREPARATION OF REPLY ___ FILE
| — SIGNATURE —.CONCURRENCE __DISPATCH
. ‘ REMARKS: The attached proposed Admin. Order on('l‘ravel Instructions
for Civilian Employees)is forwarded for your approval
; before issuance. P T, R s
§ 25X1A

TOP /S

ONFIDENTIAL STRICT)EZD> UNCLASSIFIED
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CENTRAL INTELLIGINCE GROUP

. CeleGe ADMINISTRATIVE OHDER N()-

TRAVEL INSTHICTIONS FOR CIVILIAN EMPLOYEES -~

25X1A

25X1A
CIG Administrative Oprder -ated 31 Octoher 1946 is hereby rescinded

and the followinp is substituted therefor:
1. POLICY
) kL It is the policy of the CIG to limit the travel of employees o &
minimum consistent with operating requirements. All travel must be
authorized in writing in advance, and such authorizations will bs
made only after it has been dotermined by a properly desipnated official
that the travel is officially necessary., Authorization will be given
for specific trips only, and blanket travel orders will not be issued
unless approved by the Exeoutive for Yersomnel and Administration.
be All travel by employees paid from vouchered funds must be authorized
and performed in accordance with the provisions of Standardized
Government Travel Rerulations and/or applicable current stntutes.
2. AUTHORIZATION
B When it is determined that it is necessary for a vouchered civilian
employee to perform official domesbtic travel, a travel request on
Form 34-5 will be approved by the office or branch chief and forwarded
to the Chief? Fiscal Section. The Chief, Fiscal Section will approve
and forward Form 34-5 to the Travel Unit, Iiscal Section,for issuance

of the necessary travel orders,

FPESTRICTED
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be. Af'ter the travol order is preﬁared and funds to cover the cost of
travel have been oblipated, tiic original will be forwarded to the
travelor or may be picked up by the traveler from the Travel Unit,
Fiscal Section.

c. To amend a preﬁously issued travel order, a new request should be
submitted in accordance with the prosedure outlined above. If ap=-
proved, the emended order will be issued end distributed in the same
manner as the oripginal.

d. Requests for travoel should be initiated sufficiently in advance of
the commencement of travel so that the Chief, Fiscel Section will
have the request in his possession at least 48 hours prior to the
time the travel is to begin,

5o REIMBURSEMENT FOR TRAVEL LXPENSES

a. After the completion of o trip, or at the end of each month, the
traveler will submit his account for travol reimbursement expenses
on Standard Form 1012, "Public Voucher for Reimburgement of Travel
end Other Exponses including Per Diem". This form will be approved
administratively by the Branch Chief or his designee and forwarded:
in quadruplicate to the Fiscal Section for audit, certificdation and
payment,

be An administretive audit of Form 1012 will be performed by the Fisecal
Section to determine if the travel was performed es authorized in
accordance with Standardized Government [ravel Repulations and perti-
nent travel order. Any suspensions (deductions) from the amount
claimed will be reported to the traveler on an "Administrative Audit
Difference bstatement" together with an explanation, where applicabie,

of the information necessary to support a reclaim of the amount previ-

ously suspended.

i
i

«
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4. TRAVEL SLRVICES

Bae It is the responsibility ol each traveler +o prepare his travel

vouchor in proper form. However, upon request, the Travel Unit,
Fiseal Seetion, will oxtond ndvice and assistance in conmnection with

the preparu“c‘ion of voucherss, The Travel Unit of the Iiscal Section

i will also, when requested, rendeér special services for military and

naval personnel by making a pre-audit and examination of travel

vouchers for accuracy and complisnce with remlations prior to their
submission to the War or Navy Disbursing Officer for payment,,

5e GBNERAL INFORMATION FOR THE TRAVELER

&8s Examine Orders
l ‘ The traveler should examine his travel order to determine that it
i ‘ specifies all requirements including the mode of transportation to
be used, the period to be covered, and the places to be visited. If
the order does not provide adequate coverage, an amendment should be

rogquested through proper channels vrior to the time travel is begun,

o2

Meintain Records

The traveler should maintain accurate records of time of departure

from and arrival at different points, and a record of official ex-
penditures as well as coples of official telegrams and paid receipts
for officinl expenses when necessary. It is essential that the
traveler have this information to enable him to prepare a zorrect
reimbursement voucher.

¢« Purchase of Tickets

It is the responsibility of the traveler to ascertain in all cases
vhether or not through tickets, excursion tickets or reduced rate
round trip +tickets can be seoured. The fact that the existence of

. such rates may not have been known to the traveler does not relieve
him of responsibility of obtaining the lowest rates. It is essential

! that the traveler purchase a ticket that will edequately cover the

; ' period of his travel without incurring any unnecessary expense, lihen

‘ traveling by common carrier, Government Transportation Requests whioch

will be furnished by the Travel Unit, Fiscal Section, must be used.

by iy
AR ‘;&"":W
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de Return Unused T4ckots

Unused portions of tickets should be submitted attachod to the travel
reimbursement account, Standard l'orm 1012. |
e, Per Diem
The calendar dey will be the unit used in cémputinp, the per diem
allowance for continuous travel of more than twenty-four hours. For
fractional parts of a day at the commencement or ending of such con-
tinuous travel, one-fourth of the rote for a calendar day will be
allowed for each poriod of six hours or fraction thereof., No per
diem will be allowed when the doparture from official station is
“after 8:00 a.m. and the return on the samo day is prior to 6:00 pem.,
or for any absence not exceeding three hours. For the first 60 days
of continuous domicile at a temporaryr post of duty in the U.S., a
por diem allowance not to exceed 16,00 may be authorized within the )
continental UsS. lhen the period of continuous domicile extends
beyond 60 days, the rate of allowance shall be reduced to not to ex-
ceed $4.00 pber day, which will continue in efflect until midnight of
the date of departure from that point. Any sbsence of 10 days or
less from such temporary post of duty shall not be regarded as af=-
fecting the continuity of domicile at that point. The effect of
sick and/or annual leave upon the continuity of the traveler's
domicile at temporary post of duty shall be administratively deter-
mined in each case based upon the circumstances surrounding the leave,
and final authority for such determination shall rest with the bonded
Certifying Officer who approves the account for payment.

f. Leave VWhile in Travel Status

If leave of absence of any kind begins or terminates within the

traveler's prescribed hours of duty, per diem allowance will bermiiato

B opdemaen’ & R L a5 e vt

i .
o
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or begin at the same time. I the leave ol absonco does not bLegin
or torminate within tho traveler's prescribed hours of duty, the

traveler will‘be regarded as boin}r, in subsistenoe status until mid-

‘nipht of the last day on which notual service is rendered preceding

the leaves of absence and from 12:01 a.m. of the day on which actual
service is resumed. I?‘rnc‘:ti’onal‘ leuve of absence wholly within a day,
where for half of the nrescribed working hours or less, will be dis-
regarded for subsistence purposes. Vhere it exceeds half of the
preseribed working hours, no subsistence will bo allowed.

Advance of Funds

Advance of offieial funds to cover the expenges of a vouchored em-
ployee while in a travel status, can be made only if the employce
exocutes a Bond of Indemnity. The cost of the premium in securing

such a bond ($5.00) must be Lorne personally by the emnloyee,

6. FORBIGN TRAVEL

Qe

Bureau of the Budpet Cii‘cul&r A=7, revised, dated 5 September 1946,

containg emendments to Standardized Government Travel Rerulations,
Parapgraph 45 of these Regulations, set forth in Budget Circular A-7, pro=-
vides in part that, "For travel on official business outside the con-
tinental limits of the United States, a per diem allowance not to exceed
.;‘37,00_.' in lié\i ‘of subsistence expenses, may be allowed (except during

the fiseal year 1947 the maximum per diem allowance shall be' the amount
proscribed in Appendix 1 of this Repulation). The per diem allowances
provided herein ropresent the maximum allowable, not the minimum." Tt

is the responsibility of the officials authorized to issue travel orders and

authorize a rer diem allowance to see that the travel orders authorize only

such per diem &llowance not in excess of the maximum as are justified by

i

v
¥
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“the ciroumstances. surroundiny the travol. Thereforo, in accordance
with parapraph 45, "Care should be exeroised to prevent the fixing

of a per diem allowance in excess of that required to mewet the
necessary suthorized oxpenses." The per diom allowence described in
Appendix L of parapgraph 45, which Appendix is atinchod to Bureau of the
Budget Circular A=7, may bo authorized by tho persons to whom authority
to issue travel orders has been pgranted., Such persons include Chiefs
of Missions, BExocutive for Persommel and Administration, Chief, Finence

Division, and Chief, liscal Section.

. b, Since ong day is lust on o westward crossing of the International Date

Line, per diem for one day will be deduoted from all travel accounts
when such travel is involved.

APPLICATION

This Order and amendments thereto shall apply only where travel allowances

and per diem are payable from vouchered funds available to CIG.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
25X1A

25X1A
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TRAVEL TESTRUCILY 2 (R GLVIELY Bl

CIG Adminisbrative Order Fo. 27 dated 31 Cetober 1046 is herevy
rescinded and the followine 18 snbstituted therefor;
1. pauct
&, It is the policy of the CIG to linit the travel of emplovees t)

a minimun consistent with o,erating requirements. All travel must

be authorized in writisg in advance, and such authorizations will

be made only aflter it has been determined oy a‘yroperly designated

: offirial that the travel is otiicially necessary. Authorization .
will ve yiven ror speciiic itrips ouly, and blanket travel orders
will not pe issued unless arproved by the Liecutive for Fersonnel
and Admirdstration.

b. All travel by employees paid from vouchered funds must de
authorized and perforwed in accorlance vwith the rrovisions of
Standardized vovernment Travel Regulations and/or applicable
current statutes.

2. AUTHORIZATION
a. Vhen 1t is determined that it is necessary for a vouchersed
| civilian employee to periorm official domestic travel, a travel
% request on Form 3L-5 will be approved by the office or branch
f chief and forwarded to the Chief, Fiscal Section. The Chief,
Fiscal Section will arprove and forward Nerr 3L—5 to the Travel
o Unit; Mscal Section, for issuance of the necessary tfavel orders.,
b. After the travel order is prepared and funds to cover ihe cost ol
- travel have been obligated, the original will be forwarded to the
traveler or mayie p.cked up by the traveler from the Travel Unit,

Fiscal Sectlion.

To arend a previously issued travel order, a ne~ request should be

1te]

submitted in accordance with the mrocedure outlined above. If
ap; roved, the amended order will ve issued and distributed in the
same manner ag the orijinal.

d. Requests for travel shogld ve initiated sufficiently in advance of
the commencement of travel so that the Chief, riscal Seetion will %

have the request in his possession at least LS hours prior to the

A E’ &Fb?leﬁtfort R
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a. After the completion of atrip, or abt the end of each month, the
traveler will submit his account for travel reimbursement expenses
on Standard rorm 1012, "Public Voucher for Keimbursement of Travel
and Other Expenses includin, Per Diem". This form willbe approved
administratively by the sranch Chief or his desipnee and forwarded
in quadruplicate to the Iiscal Section for audit, certification and

payment.

e

An administrative audit of Form 1012 will be performed by the Miscal
Section to determine if the travel was performed as authofized in
accordance with Standardized Government Travel Regulations and
pertinent travel order. Any éuspensions (deductio s) from the
amount claimed will be reported to the’ traveler on an Adwinistrative
? Audit Difference Statement! together with an explanation, where
applicable, qf‘the infermation necessary to support a reclaim of

the amount previously suspended.

L.  TRAVEL SERVICES

a. It is the responsibility of each traveler to rrepare his travel
voucher in proper form. However, ufonArequest, the Travel Unit,
Fiscal Section, will extend advice and assistance in connection L
with the preparation of vouchers. The Travel Unit of the Fiscal :
Section will also, when requested, render special services for
military and naval personnel by making a pre-audit and examination

of travel vouchers for aciuracy and corpliance with regulatiens

prior to their suomission to the war or iavy Disbursing Officer
for payment.

S, GENERAL INTFOW AUTC. FGR THE (RAVELER

2. xamine Orders i

~ .
The traveler should examine his travel order to determine that it i

specified all requirements includin, the mode of transpertation to

be used, the period to e covered, and the places *o be visited. 1If

the order does not provide adequate covera.e, an amendment should ope

requested through proper channels prior to the ti-e trav-1l is begun,

‘b. . _Maintain Records i

The traveler should maintain accurate recor&s‘of time of departure

from and arrival at different voints and a record of official
Approved For Release 2001/07/16 : CIA-RDP81-00?28R006100050040-5
ESTRICTED » i
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i . expenditures ag well as coples of official telegrans and pald

raceipts for oflicial wxpense. wien necessary, Lt is essential

thaat the Lraveler nave this inforration to enavle 2im to nrepare

a correct reirbursenent voucher,

; 2o Purchase of lickets

It ig the responsibility ol bthe traviler to ascertain ir all cases

i ‘ whether or not through tickets, excursion tic%ets or reduced rate

¢ reund trip tickets can se secured. The fach that the existence of
such rates may not have ween known to the traveler does not relieve

; hi: of responsibility of obtaining the lowest rates. It is essential

that the traveler purchase a ticket that will adequately cover the

period of his travel withcut incurring any unnecessary exense.
‘Men traveling by. comion carrier, Goverament Transportation Requests

which will be furnished by the Travel Unit, Fiscal Section, mist

he used,

[F
h

Returr Unused lickets

‘ Unused portions of tickets should be submitted attached to the
travel reiqoursement account, Stoandard Form 1012.

[ Per Diem

The calendar day will be the unit used in computing the perdiem
allowance Ior continucus travel of mere than twenty-four hours.

For Iractinnal parts of a day at the comencement or eniling of

rfuch cointinuous travel, one-fourth of the rale Zor a calendar day

will be allowed for each period of six hours or fraction ihereof.
lio per diem will be allowed when the departure from official
station is after £:00 a.m. and the return on the same day is prier

to 6:00 p.m., or for any absence not exceceding turee hours. For :

' tne first &0 days of centinuous domicile at a temporary post of
duty in the U.S., a per diem.allowance not Lo exceed ,56.00 may be
authorized within the continental U.S.  hen the period of

continmuous domicile extends beyond 60 days, the rate of allowance

vhall ne reduced to not to exceed .L.00 mer day, which will
] .

continue in effect until midnizht of the date of depirture from ‘ B

that point. . Any absence of 10 days or less from such temporary

post of duty shall not oe regarded as alffectin; the continuity

of domicile at that point. ihe elFfect of sick and/or annual leave
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upen the continuity of the traveler's domicile ab temporary post

of duty shall be administratively determined in each case based
upon the circumstances surrounding the leave, and final authority
for such determination shall rest with the bonded Certifying Officer

who aprroved the account for payment.

£,  Leave Mile in Travel Status

If leave of absence of any kind vegins or terminates within the
traveler's prescrived hours of .duty, per diem allow:nce will termi=-
nate or vegin at the same time. If the leave of absence does not
begin or terminate within the traveler's prescribed hours of duty,
the traveler will be regarded as being in subsistence status until
midnight of the last day on which actual service is rendered pre-
ceding the leave of absence and from 12:01 a.m. of the day on which
actual service is resumed. Fractional leave of absence wholly
within a day, where for half of the prescrived working hours or less,
will be disregarded for subsistence purposes.. ‘fhere it exceeds

alf of the prescribed working hours, no subsistence will be allowed,

g. Advance of Tunds

Advance of official funds to cover the expenses of a vouchered
employee while in a travel status, can be made only if the employee
executes a Bond of Indemnity: The cost of the premium in securing
such a bond (};5.00) must be borne personally by the employee.
6.  FCRELGH TRAVEL
a. Bureau of the Budget Circular A-7, revised, dated 5 September 19L6,
conbains amendments to Standardized Government Travel Regulations.
Faragraph U5 »f these Regulations, set forth in Budget Circular A—?,
provides in part that, "For travel on official business outside the
continental limits of the United States, a per diem allowance not ? o
to exceed ;7.00 in lieu of subsistence expenses, may be allowed
(except during the fiscal year 1947 the maxinum per diem allowance
shall be the amount prescribed in Appendix 1 of this Regulation).
The per diem allowances provided herein represént the maximum
allowable, not the‘minimum.” It is the responsibility of the {
officials authorized to issue travel orders and authorize a per i

diem allowance to see that the travel orders autherized only such

per diem allowance not in excess of the raximu’ as are justified by

e
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Lie circumstances surrounding the travel, " Therefore, in accordance
vith para,raph LY, "Care should be exercised to prevent the fixing
ol & per dien allovance in excess of that required to meet. the
necessary ﬂuthrwized expenses.!!  The per diemallowance described in
Appendix 1 of para,reph L5, ~vhich Appendix is attached to Hureau

\
of the Budget Circular A=T, may be authorined by the persons
Lo whom authority to issue travel orders has been granted, Suich
persons include Chiefs of wissions, Fxecutive for Personnel arrl
Administration, Chief, Finance Divisicn, and Chief, Fiscal Section.

b.  Since one day is lest on a westward cerossing of the Inlernational

Date Line, per diem for sne day will be deducted from 211 travel
! accounts when such travel is invelved.

7. ATHL

; . .
This Ovrder and amendments thereto shall apply only where travel allow-
i arnces and per diem are payansle from vouchered lunds available +o CIG.
i
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